The Courseware Shop
Training Course Specification

Course:
Microsoft OneNote 2007 
Duration:
One-Day
	COURSE OBJECTIVES:
	After completing this module, you will be able to:

· Organise and find notebook information

· Create Notes with tables and graphics

· Create and use Page Templates

· Create and manage audio and video content

· Use the Outlines feature and export an outline to Microsoft Word 2007


	WHO SHOULD ATTEND:
	This course is aimed at new users of OneNote 2007 


	EXPERIENCE NEEDED:
	Learners should have experience of Windows


System and course requirements

SYSTEM (HARDWARE) REQUIREMENTS:   Office 2007 requires the following: 


	Component
	Requirement
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	Computer and processor
	500 megahertz (MHz) processor or higher.

	Memory
	256 megabyte (MB) RAM or higher.

	Hard disk
	1.5 gigabyte (GB); a portion of this disk space will be freed after installation if the original download package is removed from the hard drive.

	Drive
	CD-ROM or DVD drive.

	Display
	1024x768 or higher resolution monitor.

	Operating system
	Microsoft Windows(R) XP with Service Pack (SP), Windows Server 2003 with SP1, or later operating system.


TRAINING COURSE REQUIREMENTS:   This training course requires the following components:

	Component
	Requirement
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	Course data
	Access to the Course Data folder supplied with this course.

	Hardware
	PC or Notebook with at least Microsoft Office Basic installed.

	Training Manual
	The training manual according to this specification.

	Network
	No network connection is required for this course in its intended format. This course is designed as a workstation (non-networked)  instructor-led course.  Extra benefits from Microsoft office 2007 can be taken advantage of with networked computers. 

	Internet
	No Internet connection is required for this course in its intended format. This course is designed as a stand-alone instructor-led course. 

It is optional but the instructor may combine this course with internet connection to explore added web-content benefits in Office 2007. Especially at higher levels or with delegates interested in web content features.

	
	


DISCLAIMER:   This course material is written as a guide and structure for an instructor-led course. It does not guarantee the course delegate or participant will learn and it does not guarantee the participant will be able to apply the components of this course de facto. That is the responsibility of the instructor and also depends on the course participant as well. The participant is likely to learn and a work at a pace slower or faster than what is laid out in this course as a one-day duration session. 

The course manual is a training manual, not a text book or instruction manual. It is not by any means exhaustive and contains selected Microsoft Office features, options and tools. If the course participant wishes to explore options and features outside the scope of this course he/she should make the instructor aware of the need for additional material, exercises and demonstrations. The course is written in line with our other courses for different Microsoft Office versions, in the hope the course participant will be able to apply knowledge from this course to the other versions. 

The Office 2007 packages available
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	Microsoft Office Home and Student 2007 includes: 

· Microsoft®  Office PowerPoint®  2007 

· Microsoft®  Office Word 2007 

· Microsoft®  Office Excel®  2007 

· Microsoft®  Office OneNote®  2007 
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	Microsoft Office Basic 2007 includes: 

· Microsoft®  Office Outlook®  2007 

· Microsoft®  Office Word 2007 

· Microsoft®  Office Excel®  2007 



	[image: image5.jpg]Microsoft:

Eu Office Small Business 2007




	Microsoft Office Small Business 2007 includes: 

· Microsoft®  Office Outlook®  2007 

· Microsoft®  Office PowerPoint®  2007 

· Microsoft®  Office Word 2007 

· Microsoft®  Office Publisher 2007 

· Microsoft®  Office Excel®  2007 
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	Microsoft Office Professional 2007 includes: 

· Microsoft®  Office Outlook®  2007 

· Microsoft®  Office PowerPoint®  2007 

· Microsoft®  Office Word 2007 

· Microsoft®  Office Publisher 2007 

· Microsoft®  Office Excel®  2007 

· Microsoft®  Office Access 2007 

· Microsoft®  Office Publisher 2007



	Microsoft Office Enterprise 2007
	Microsoft Office Enterprise 2007 includes:

· Microsoft®  Office Outlook®  2007 

· Microsoft®  Office PowerPoint®  2007 

· Microsoft®  Office Word 2007 

· Microsoft®  Office Publisher 2007 

· Microsoft®  Office Excel®  2007 

· Microsoft®  Office Access 2007 

· Microsoft®  Office Publisher 2007
· Microsoft® Office InfoPath 2007

· Microsoft® Office OneNote 2007
· Microsoft® Office Groove 2007
· Microsoft® Office Communicator 2007

	Microsoft Office Ultimate 2007

	Microsoft Office Ultimate 2007 includes:

· Microsoft®  Office Outlook®  2007 

· Microsoft®  Office PowerPoint®  2007 

· Microsoft®  Office Word 2007 

· Microsoft®  Office Publisher 2007 

· Microsoft®  Office Excel®  2007 

· Microsoft®  Office Access 2007 

· Microsoft®  Office Publisher 2007
· Microsoft® Office InfoPath 2007

· Microsoft® Office OneNote 2007
· Microsoft® Office Groove 2007


Course Content

1Course Introduction


2Module 1 – Organise and Find Notebook information


2Overview of OneNote 2007


3OneNote 2007 Workspace


4The Notes Page


5Customising the Workspace


5Exercise 1: Customising the OneNote 2007 Workspace


8Organising Information in OneNote 2007


9Exercise 2: Collecting and Organising information


17Exercise 3: Searching for information


22Managing Information


22Save Notebook Information


23Options to Secure Notebook Information


24Exercise 4: Save, Restore and Secure


30Module 2 – Creating Notes


33Exercise 5 - Adding Tables to a Note


35Exercise 6 - Adding Graphics to a Note


39Page Templates


40Exercise 7 - How to Use Page Templates


41Audio and Video Content


41Requirements for Working with Audio and Video Notes


41How to Create and Manage Audio and Video Notes


44Using Outlines to Organise Notes


44Overview of the Outline Feature


45Exercise 8 - Creating and Managing an Outline


48Exercise 9 - Exporting an Outline to Word 2007


50Module 3 – Collect and Organise Research Information


50Collecting Research Information


52Audio or Video Clips


52Scanned Documents


52Office Documents


53Exercise 10 - Inserting Web Page Content


56Exercise 11 - Adding Screen Clippings


59Side Notes


60Exercise 12 – Using Side Notes


64Exercise 13 - Integrating Side Note Information


68Locating Information in OneNote 2007


69Exercise 14 - Searching for Information in a Note


73Exercise 15 - Using Note Tags in OneNote 2007


78Glossary
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Microsoft InfoPath 2007
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